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Schedule 


Lectures 

+ Mons, 8:00-9:30, Center 
106-E123 

+ Weds, 8:00-9:30, Center 
106-E123 


Syllabus 
* On Moodle 


Assessme 
nts 


Assignments 50% 
Quizzes 15% 
Reflection 15% 
Project 20% 


*Check for deadlines on 
Moodle 


Office 
Hours 


Tues, 10:00-12:00 

Thurs, 9:30-11:30 

Email: 
Mehwish.abbasi@norquest.ca 
Kindly include your course 


code CMPT1500 when 
sending email 


*Busy during assigned 
office hours? 


You can always email me. 


Course Outcomes 


1. Use Microsoft 365 and Google Workspace 
efficiently. 


2. Describe the basic architecture of a computer and 
cloud computing. 


3. Acquire, clean, and analyze data using Microsoft 


Excel and Power BI. 


Course Outcomes 


4. Create various types of visualizations to 
effectively communicate information and draw 
valuable insights from data. 

5. Define artificial intelligence, generative artificial 
intelligence, and applications of artificial 
intelligence. 


6. Prepare the job application and interview 


processes. A 
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U n it Topics 1. Digital Skills with Microsoft Office 365 


Digital Skills with Google Workspace 
Computer Basics and Technology 
Data Analysis with Excel 

Data Visualization with Excel 

Data Visualization with Power BI 
Data Driven Decision-making 
Generative Al, LLM, and Prompt 
Engineering. 

9. Data Science Pipeline 

10. Navigating Careers 
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Student 
Commitments 


+ Keep up with the coursework 

+ Contact me if you have any 
issues 

* Act professionally and honestly 

* Foster a safe environment 

+ Actively engage in coursework 


What are your expectations for 
yourselves? 


Instructor 
Commitments 


+ Clearly communicate 
expectations and deadlines 

+ Be available for discussion 

* Return grades and feedback in a 
timely manner (1-2 weeks) 


Academic Misconduct 


. What is it? 
. How does it happen? 


. How to avoid it? 
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. What happens? 
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Unit £ 1 
Digital Skills with Microsoft Office 365 


< 
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rning Outcomes 


Differentiate between file, folder and file extensions. 
Creating folders and sub-folders. 


Examine Microsoft 365, exploring their applications and 
utilization. 


Practice file naming conventions, and the process of creating 
and the process of compressing and extracting files from a 


zipped folder. 


Use OneDrive for cloud storage and collaboration. 


Learning Outcomes 


6. Define browser applications and practice 
Bookmarking a website and creating a Bookmark 
folder. 


7. Use essential keyboard shortcuts such as copy, paste 
etc. 


8. Illustrate the difference between a command line and 


graphical user interface. 


Graphical User Interface 
and Command Line 
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User Interface (Ul) 


Software become popular if its user interface 


| iċ 0 


ATTRACTIVE EASY TO USE RESPONSIVE IN 
SHORT TIME 


User Interface 


Command Graphical User 
line User Interface 


Interface V 


Graphical User Interface (GUI) 


: Modern operating system like Windows and Mac provides 
a Graphical User Interface (GUI). 


xk A GUI let user control the system by using a mouse 
(pointer) to click on the objects on screen. 


In GUI, object (icons) appear on the screen (desktop), 
representing resources you can use. 


Graphical User Interface (GUI) 


a 
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Icons are pictures that represent computer resources 
such as printer, documents and programs. 


In GUI, vou can open multiple windows at the same time, 
the application in use is said to be the active window. 


In GUI, there are menu's that help vou applv commands 
without tvping them. 


Advantages of GUI 


They are easy to learn and use. 

Users without experience can learn them quickly. 
Users can switch from one application to another. 
Several instructions are replaced by one icon. 
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Command Line 


* Some older operating systems like DOS and UNIX, 
use command line interface. 


* In command line interface, you type commands 
at a prompt. 


* Difficult to memorize all the commands. 
* Not easy to use for a beginner. 
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Command Line 


The DOS Prompt is not seen much these days! 


File Management and 
Organization 
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* File management is 
the process of 
organizing and storing 
files on a computer. 


File Management 


e It involves creating folders, subfolders, and 
naming files in a way that makes them easy to 
find and access. 

* Good file management can help you save time 
and be more productive. 


s] 


File Management Importance 


+ Avoid losing files 
+ Back up your files 
* Share files with others 


Different Drives on 
your computer 


Windows names the drives on 
the computer by assigning it a 
letter e.g., C, D,E 

The hard drive containing the 
operating system is labeled as 
C by default. 

The remaining drives can have 


any labels from D-Z followed by 
colon (:) — 


How does Windows organize file? v 


* Windows organizes files and folders in a structure called file 
system. 


* The top of this file system is called Root directory. 
Windows stores all of its files and folders at this location. 

+ These folders contains subfolders, where you can store 
your own files. 
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Explain File, Folder and Drive 


* A file is a collection of data stored together. 

* Files are stored inside folders, which act like a 
container for files, and drives which are storage 
devices. 

+ Drives are storage devices and contain different 
types of disks, including removable media and hard 


disks. 


Removable Media and Hard 
isks 
* Removable media are disks that you insert or 


attach to a computer e.g., USB (also called flash 
drives or thumb drives. 


* Hard disk refer to a disk installed in system unit and 
store data in gigabytes. 


Window Explorer 
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Organizing Files 
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Organizing your files 
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There are many 1. Use a consistent 2. Create folders 
different ways to naming convention for different types 
organize files. Here for your files. of files. 


are a few tips: 


Organizing your files 


EH 


* Label your folders 
and subfolders 
clearly. 


+ Use subfolders to 
further organize 
your files. 


Naming Conventions 


se descriptive names that will help you remember 


what the file contains. 


+ Avoid using special characters or spaces in file 


names. 


Character not allowet 
in Windows filenames: 
DNTS SJ 


Character not allowed on Mac: 


File Management Tools 


+ Some popular file management tools are: 
* File Explorer (Windows) 

+ Finder (macOS) 

* Google Drive 


* Dropbox 


Zipped Folder TE gg 


+ Compressing (zipping) files can help organize files 
in one place. 

+ Zipped folders hold large amount of information in 
a compressed form. It helps to have free space on 


your computer. 
+ Compressed files are easier to send than individual 


files. s] 


Microsoft Office 365 
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Q Office 
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* Microsoft Office Suite is 
a cloud-based collection 
of productivity 
applications developed 
by Microsoft. 


Office 365 R$ 


Local vs Cloud-base red 


Microsoft Office..... But 
Online 


* When you are working with files, application that 
are physically stored on your computer, you are 
using them locally. 


* You can move all these files and application off 
your computer, onto the internet, you are working 


in Cloud. 
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* Itincludes popular tools 
like Outlook, Microsoft 
365, Microsoft Word, 
Microsoft Excel, and 
PowerPoint. 


Outlook 
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[84 Outlook 


+ Outlook is an email 
client and personal 
information manager. 


* It allows users to 
manage emails, 
calendars, contacts, and 
tasks efficiently. 


Microsoft Word 
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Word Processing 
Software 


+ Word processing software 
is an essential tool for 
creating, editing, and 
formatting text-based 
documents. 


Examples 


+ Microsoft Word 
* Google Docs 
* Apple Pages 


EB 


Google Docs 


Ideal for writing reports, 
letters, resumes, and 
other text-based 
materials. 


Microsoft PowerPoint 
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Presentation 
Software 


+ Presentation software is 
designed to create 
engaging and visually 
appealing slideshows for 
various purposes. 


Presentation 
Software 


+ It allows users to convey 
information effectively 
through multimedia 
elements, animations, 
and graphics. 


Examples 


+ Microsoft PowerPoint 
+ Google Slides 
+ Apple Keynote 
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+ Ideal for business 
presentations, 
educational lectures, and 
sharing ideas. 


Offers a range of design 
templates, animations, 
and multimedia 
integration. 


File Extensions 


* .pptx (PowerPoint 
Presentation): The default 
file format for 
presentations created in 
PowerPoint. 


File Extensions 


* .ppt (Legacy PowerPoint 
Presentation): An older file 
format, compatible with 
older versions of 
PowerPoint. 


Microsoft Excel 
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Spreadsheet 
Software 


+ Spreadsheet software 
allow users to organize 
data, create charts and 
perform calculations. 


Spreadsheet 
Software 


+ It allows users to analyze 
data and make effective 
decisions. 


Examples 


+ Microsoft Excel 
+ Google Sheets 
+ Apple Numbers 
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Ideal for managing 
financial data, creating 
budgets, charts, and 
graphs. 


ve 
+ Provides various 
formulas, functions, and 
data manipulation tools. 


File Extensions 


xlsx (Excel Workbook): 
The default file format for 
spreadsheets created in 
Microsoft Excel. 


File Extensions 


* xls (Legacy Excel 
Workbook): An older file 
format, compatible with 
older versions of Excel. 


File Extension | What Type of File 


Text document 

Web page (HyperText Markup Language) 

Image file — useful for compressing photographs — though the more 
ou compress the worse the quality of the image 

Image file —a more specialist format — you can animate them 


Image file — images don't lose quality when compressed but they 
don't reduce in size much either 


Microsoft OneDrive 
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Microsoft OneDrive 


Microsoft OneDrive is a cloud storage that allows user 
to store data on the internet. 


All you need is a cloud storage account and internet. 
Allows users to upload and download data from the it. 


It can be accessed from computer, tablets and 
mobile. 


OneDrive allows sharing and collaboration of files 


from anywhere. 


Web Browsers 


* Web browser is a software application for 
retrieving, presenting and traversing information 
resources across the World Wide Web (www). 

* An information resource is identified by a Uniform 
Resource Identifier/Locater (URL) and it can be an 
image, video, or other piece of content. 
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Examples 


+ Google Chrome 
+ Firefox 

+ Safari 

+ Internet explorer 
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+ Bookmarks are a great way to save and organize 
specific websites, to revisit later. 


+ Bookmarks are also known as favorites and they 
serve as shortcuts for visiting the sites. 


+ Most browsers allow users to organize bookmarks 


in folders for quicker access. 


Keyboard Shortcuts 
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Keyboard shortcuts 


Keyboard shortcut 
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windows+shift+s 


Select all 
Copy 
Paste 
cut 
Undo 


Screenshot 


Keyboard shortcuts 


Keyboard shortcut 


ETI 


ct 


ates 


ctri+n 


ctri+o 


Mac Keyboard shortcuts 


Keyboard shortcut 


Sift+command+3 screenshot 


Sift+command+4 capture a portion 


Å 


Essentials Windows 
Ctri+ s 
A Select all I — Windows settings 
c co E File explorer 
V Paste L Lock sereen 
x cue A Action center 
Z Unde V Clipboard bin 
Y Redo Or; emoji panel 
D Delete D Show Desktop 
P Print M Minimize all apps 
F Find X — Quick link menu 
5 Save © Open Cortana 
N New S Open Search 
© Open R Open "Run" 
W Close Tab Task view 

Prise Desktop screenshot in clipboard 


Prisc+ Al Window screenshot in clipboard 
rises M screenshot screenshot 

tal 

‘St van Capture with Snap & Sketch 
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Desktop 
Esc ili cui Start Menu 
Eżeretmi shift Task Manager 
Fava Close Active window 
Fre Refresh 
Beth Refresh 
Tabectrisak — View open apps 
DAR Switch recent apps 
Esesalt Cycle open windows 
DAR tcri Create virtual Desktop 
TIPS Restore webpage 
Clckretrltshit — Run as Admin 


L Snaps window left 
<< HE snaps window right 
Ctrtsalt+Del 
-A PSSignout 
+ switch user + Change password 
* Task Manager:>allows to close fore 
apps 
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Why have you joined MLAD7 
Where you see yourself at the end of this semester? 
What are your expectations from this course? 


